DEPARTMENT OF ARCHIVES AND HISTORY
NI EEUN— rerervowmen -1, RECORDS MANAGEMENT DIVISION

APPLICATION FOR RECORDS RETENTION SCHEDULE F"CE OF THE SECRETARY OF STATE

lﬂST RUCTIONS: See Publication No. 76~RM—1 for instructions on completing this form, Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section, - T - / _

I

' FORAGENGYUSE___ 1. Agency Address T T FoR RECORDS MANAGEMENT URB
Apptication Dete - ' : [ Application Number '
2/23/81 Insurance Commissioner q l - | “"L |
piication Number 238 State Capitol =~ Do Aecoived " Date Completeg
. ate, Georets SO FEB 251981 | MARS 1981 |
2. Parson to Contact I ’ " WorkingTite @ Telephone Number
Loulse Winkles -~ Room 241 Clerk Administrative 656-2074
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=Ty

a. [X Estabusn Retention Smadule:":ecord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
¢. O Amend Application No. ... Check One: 01 Change; [0 Supercede; O Void

4, Datos of Series 5. Records Serles Title followsd by title used in office; if different)
Earliest . Latest RECEVPT £ CORRES Eﬂpfﬁ&El
1965 l Present Insurance Compahy Secsrtty” p TYriles :

TBwTQ.JrT and Office Function . » _What is the function of the Dwasa-on and {he Office in which this record series is created? _ -
The Comptroller General is responsible for TYegulating insurance companies and
foriadminigtering ins%r gceorelatgd laws;fsupirvi%%ngs%hg'}icggsin%’%o%n”50m-
S ognh 0 s; enforcin e e re ety Law
Bhd ﬁob??elﬁgme 8oTeS R gﬁ?agiogs.es 3 © & ave’s atety 5

The %nsuganée Division supe§vis%s-insurance compan%es anddaggngs %ollects

remium taxeg, examines policy forms and policy rates, and administer
Rhcurance reldted laws . pTf1ie Yivision agsg l&cgnses agents and companies and
investigates consumer complaints.

- [

The Regulatory Laws Division administers insurance related laws, appraises
annual statements from companies to determine financial stabili%g compliance
with laws and regulations. This Division als¢o handles security deposits,
substitutios & additional securit¥ deposits for companies licensed to do
business 1n Georgia. Also, collects bond fees on security deposits.

p— . —— o~

7. Record Series Description This file contains the fotlowing documents (include form numbers and titles, if any):
; e Attach samples of the file. o L
DM aatre rolasinm s S0 T e Doreere T Ty g A e Tt ot TN 3 ACY
Docurtents relating to: : - - - T2 es o CoNN RS SR 5o RS e _

Security Deposits, Substitutions end addition 1 ‘deposits. Bond fees.
Included are: R I ’ : , - L e
Letters, Official Receipts-GID-6A; Power.to Sell and Assign Securities, GID-5
& GID-6C; Resolution, GID-6; Verifications, GID-6B. Correspondence regarding
bond fee payments. Correspondence

File is arranged: - '
Alphabetically by companies _
8. Monthly Reference Rate How often are records referred to which are:

Onetosixmonthsold 1 ____; Seven to twelve months otd __,1“m,_ .. Thirtsen to twenty-four months old _,ra{g!:y_ ;
twenty-five months and older X8 rely . 7 : _

9. Annual Rate of Accumulation of Rerords 1 . e
Letter-size drawers ~; Legal-size drawers - . ;Shelves _____.__ __;Other (specify) . e . . ..

e S e m s e e e e - e

~
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LYES | NO | 10. Questionnaire _ {Place an X"’ in the proper column) __ e _ o ,r,__e_]
X a. ls this the official copy of the series? . v ™~
L 1 1 _not.whereisit? . _ i - .
X b. Doas the series contain eortﬁdentlal mformatnon requiring security handhng? If yes, cite law or regulation, "
T “X‘_L_ e ls this a vita! record? e ke 7ﬁ*ﬁ"_ﬁ*
_;J |__d. Does this serigs have historical or lon _gterm research value? e S '
X e. When one or two documents in the file make it necessary to keep the antlra fila fora Iong period, could these
documents be scheduled separatetv? = . _ e e
X | " A s the mtgtminon contained in this series nveu:ublnshad? Utvastanaeh OV, . tol s
g s tﬁe infofmation contained in this serles ever analyzed and/or recorded ina summarized report?
L1 X1 = _tfves attachecoov, .. .. .. T
h. 1s there a duplication of this saries in your ofﬂce orin another ofﬂce or agency? 4
._X_ _ Myes.wherer B A ST
4| i, _ls this series {or @ maiar mofmﬂﬂ_regulaﬂv nnergf[hned? e - T stz
L X 1 _i_Does the record series result in a comouter printout? e
11. Retention thg.urements AJ'he following requnres the series to be kept
a. State Law e .years, -~ d., Audit period : — e e e Y @ETS,
b. Statute of limitation s e Y@AIS, e. Administrative need 20 — _..years.
¢. Federal law S o ooYeaArs. §. Federal retention instructions .. _________ _years,
Attach copy or excerpt of laws or regulations. Explain'administrative need’- R - - SRR Lo e
Need for administrative reasons for determlning amounts of bonds filed and
reasons for addltions, deletions or changes._,_;“ T S TR
12. Aooroved Dnsposmon Instrucnons ' Th|s agency recornmends that the flleﬁsenes be cu?otf-_a-t iEJénd of ogch
-f:’;'—:.‘}*:‘:y PR t',é Cl Calandar Year IZ] Fuml 'rear é Other S ;_,, - ...\_:f_“'
O Hold in the current filesarea ___ .. _ . month(s} e e vear(s) then ST e,
(3. Trénsfer to local holding area, hold ..o~ vear(s) then /2" 7 SE e S A S SRt S
- O Transfer to State ﬂeoords Center hold -year(s) then i ‘-’jr"-r TS T D TraT Lonin
CJDestroy' v B E . _ J_.“"A' T T T A .
O Transfer to State Archwes for permanent retentuon 7 ?F LT IIE T T e o e 38 o
O Other {Specrfy} e e R T T e 2T s el

Cut off files at end of each year ending in 0 and 5' then transfer to State Records

Center ‘hold -20 years, then destroy CIEITLT o re TesIofEngt sten oot moemrs T
0-5 years
These instructions apply to all prior and future accumulations of the series,
janee (Signagere) | " Date | Records ManagameptOfficer (Signsrure) | T Date
ey 1 23 -F | A V)19 amV | R335%)
f - ¥ / - State Fleeords Committeg (Signature) Date
Recommendations in para- A P S R e
graph 12 are approved. State Auditor/Designee 1 ' - 3“"’ 2" g
(If disapproved, attach letter [ T Y T oA o oy ' ' R
of explanation.) ”Segrgt_ L. ag@esignee 7 ; M : 3" z,-.&‘( l_
| o Attornev General/Desmnee 3 - 3 c? é i
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